CHIEF OF DETECTIVES 


NOTICE September 23,2009 

1.8 


TO: All Detective Commanding Officers 

FROM: Chief of Detectives 

SUBJECT: REQUESTING COMPOSITE SKETCH ARTISTS 


BACKGROUND 

Forensic sketch artists assist investigators in developing sketches of suspects and wanted 
persons. Historically, the Department has contracted only one forensic composite sketch artist 
for the services. Recently, the Department was able to add the services of two additional 
composite sketch artists. This increase highlighted the need to standardize procedures for 
requesting, tracking and reimbursing composite sketch artists. 

This Notice establishes procedures for the selection, requesting and monitoring of forensic 
composite artists and activates the Detective Bureau Composite Artist Tracking Log. It also 
establishes Real-Time Analysis & Critical Response Division (RACR) as the tracking and 
referral entity for this support function. 

PROCEDURE 

INVESTIGATING OFFICER RESPONSIBILITY: Investigating officers (I/O) shall evaluate if 
a composite artist would be beneficial. The evaluation shall include but not be limited to the 
following factors: 

• Length of time the suspect was visible to the witness 

• Lighting conditions 

• Distance of witness to the suspect 

• Emotional state of the witness and its effect on his or her recall 

A supervisor shall be contacted if the evaluation of these factors suggests that a composite artist 
may be useful. Following supervisory approval, the I/O shall contact RACR at (213) 484-6700 
and request the name and contact information of a composite artist. The I/O will be provided 
with contact information for the composite artist. The I/O will be responsible for contacting both 
the sketch artist and the witness and arranging a suitable time and location for the sketch to be 
completed. In general, the location for the composite rendering will be at the concerned police 
station. 

Note: Investigating officers shall not contact any forensic artist who has not been referred to 
them by RACR. It is imperative that RACR track each request for a forensic artist. If the I/O 
contacts the referral forensic artist and they are not available for the forensic rendering, the I/O 
shall contact RACR to obtain another referral. 

SUPERVISORY RESPONSIBILITY: The I/O’s concerned supervisor shall evaluate the sketch 
artist request and grant approval if appropriate. If the supervisor’s evaluation determines that a 
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composite drawing would be beneficial, the I/O shall be directed to contact RACR to obtain a 
composite artist referral. 

REAL-TIME ANALYSIS & CRITICAL RESPONSE DIVISION RESPONSIBILITY: Real- 
Time Analysis & Critical Response Division shall receive all requests for forensic composite 
artists and verify that supervisory approval has been obtained at the divisional level. The request 
shall be documented on the Tracking Log. RACR shall then provide the sketch artists’ contact 
information to the I/O from the Forensic Composite Artist Referral Sheet (attached). 

Note: Forensic artists shall be selected by RACR on a rotating basis to ensure assignments are 
distributed in an equitable manner. For example, the name and contact information for artist A 
will be given to the requesting I/O. The next time an artist is needed, the name and contact 
information for artist B will be given to the I/O. If the I/O contacts the referred artist and they 
are unable to perform the sketch, RACR shall be provided the name and contact information for 
the next sequential artist on the referral list. 

Real-Time Analysis & Critical Response Division shall also be responsible for accepting 
monthly composite artist invoices from each sketch artists. The invoices shall be compared to 
the Tracking Log and reviewed for accuracy and completeness. The Comments section of the 
Tracking Log shall be completed with information from the concerned invoice (i.e., the amount 
billed and the number of hours shall be entered). Once approved by the Commanding Officer of 
RACR, invoices shall be submitted to Fiscal Operations Division (i.e., FOD, Appropriations 
ATTN: Senior Accountant) for payment, no later than the last day of the month for any invoice 
received in a calendar month. Completed Tracking Logs shall be retained at RACR for future 
reference. All contracted sketch artists have been provided with contact information (mailing 
address, telephone and facsimile numbers) for RACR and IAS. 

INVESTIGATION ANALYSIS SECTION: Investigation Analysis Section shall monitor 
compliance with this Notice including the use of tracking of forensic composite artists. 
Investigative Analysis Section shall be contacted to resolve any issues arising from these 
procedures. 

FORM AVAILABILITY: The Detective Bureau Composite Artists Tracking Log and the 
Forensic Composite Artist Referral Sheet are attached to this Notice and shall be duplicated as 
necessary. 



CHARLIE BECK, Deputy Chief 
Chief of Detectives 

Attachments 
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